RMS for Windows

RMSfor Windows

User Manual and Training Guide

Toole Army Depot

Resident Management System
U.S. Army Corpsof Engineers

RMS Support Center
(760) 247-0217 — Voice
(760) 247-2547 - Fax



RMS for Windows

Table of Contents

* Chapter 1. RMS Overview, Basics and Logging into the System

What is RMS?

What makes it different?
How RMS Works

Commonly Asked Questions
Logging Into The System
Menu Bar Options

* Chapter 2: Office and Staff Setup

Office Structure/Information
RMS User Roles

Staff Assignments

RMS User Control Module
User Access Control
Contract Groups

* Chapter 3: Adding, Selecting and Deleting a Contract

Are you in the right Contract?
Selecting a new Contract
Adding a new Contract
Deleting a Contract

* Chapter 4: Contract Description and Status

Navigating the Contract Menu
Entering Contract Information
Entering Contract Description
Providing Contract Dates

Entering Contract Status Information

» Chapter 5: Contract Setup

Administration
Funding

Payment
Modifications
Quality Assurance
Submittals
Schedules

» Chapter 6: Correspondence

Overview of Chapter Contents
Adding Correspondence in RMS
Setting Up RMS and MS Word
Generating Form Letters

Report Explorer



RMS for Windows

Chapter 7: CEFMS, Finances and the CWE

CEFMS Work Item Codes

RMS Finances Primer
Reviewing Financial Tree Data
Construction Working Estimate
Contract Line Items (CLINS)

Chapter 8: Contractor Activities

Importing Contractor Activities
Standard Data Exchange Format
Balancing Contractor Activities
Mandatory Entries for Activities
Optional Entries for Activities

Chapter 9: Contract Change Requests

Overview of Changes and Mods
Adding Change Requests
Mandatory Mods/User Requests
Describing a Change Request
Necessity for Change Request
Tracking and Funding

Agency and Reason Codes

Mod Type and Stage Codes
Basic Change Document (BCD)
Supporting Documents

Overview of Chapter Contents
Definitions related to Mods
Questions & Answers

Prepare Contract Modifications
Contractor’s Responsibility
Legal Review Requirements
Supplemental Agreements
Variation in Estimated Quantities

Signatures and Titles on Contract Actions

Chapter 11: Contractor Payments

Overview of Chapter Contents

P

>

Chapter 10: Contract Modifications and PD? Interfaces

Far Requirements Regarding Prompt Payment

Adding a Pay Period

Entering Requested Earnings
Importing a Pay Request
Approving Requested Earnings

Payment for Unincorporated Materials

Retainage Procedures

Pay Estimate Worksheet (GIG Sheet)

g

e



RMS for Windows

Sending Payment to CEFMS
Payment Reports

* Chapter 12: Construction Quality Management

Overview of Chapter Contents

Definitions related to CQM

Review of Contractor Responsibilities

Review of Government Responsibilities

CQM Training for Contractors

Contractor Quality Control Plans

Documentation and Mutual Understanding of Contract
Outline of Quality Assurance Plan

* Chapter 13: Contractor Quality Control - Planning

0 Required Planning Activities:
Administrative:
Prime Contractor Data
Subcontractor Data

o QA/QC:
Features of Work
QC Tests
User Schools
Transfer Property
Installed Property

» Chapter 14: Government Quality Assurance - Planning

QA Overview

QA Staffing

QA Tests

Planned Labor Interviews

» Chapter 15: Contractor Quality Control Daily Report

QC Report Date
Daily QC Log

QC Narratives
Prep/Initial Dates
Activity Start/Finish
User Schooling

QC Testing
Transfer Property
Installed Property
QC Comments
Corrected QA Comments
Contractors on Site
Labor Hours
Equipment Checks
Equipment Hours
Safety Corrections
Accidents



RMS for Windows

* Chapter 16: Government Quality Assurance Daily Report

QA Report Date

QA Daily Log

QA Narratives
Prep/Initial QA Remarks
QA Final Follow-Ups
Verify QC Requirements
Issue QA Comments
Verify QA Comments
QA Testing

Labor Interviews

Safety Violations
Accident Reporting

 Chapter 17: Contract Submittals

Overview of Submittals Requirements
Reference Documents

Specsintact Submittal Program
Submittal Register (ENG Form 4288)
Transmittal Log (ENG Form 4025)
Transfer of Approved Submittals

* Chapter 18: Schedules

Overview

Far Clause 52.236-15

Gantt Chart

Network Analysis System (NAS)
Standard Data Exchange Format (SDEF)
Commercial Scheduling Programs

RMS and the SDEF (CEGS 01312)
Contract Specified Project Schedule (CEGS 01320)
Milestone Schedule

Monthly Schedule

Activity Schedule

Baseline Schedule

Feature Schedule

» Chapter 19: Closeout Activities

Overview of Chapter Contents
Requirements for Closeout and Warranties
Real Property

Transfers - DD Form 1354

Requisitions - DD Form 1149

Contractor Evaluations - DD Form 2626
Post Completion Warranty Inspections



RMS for Windows

» Chapter 20: Local, District and System Libraries

Overview of Chapter Contents
Libraries for Administration
Libraries for Finances
Libraries for QC/QA

Libraries for Submittals
Libraries for Schedules
Libraries for Closeout

* Chapter 21: RMS Reports

Overview of Chapter Contents
Contract Report Selection
Sample Reports

* Appendix A: Installation Parameters
* Appendix B: Configuring RMS and MS Word Macros

* Appendix C: The Standard Data Exchange Format (SDEF)



RMS for Windows

Introduction

What Is RMS for Windows?

Resident Management System (RMS) for Windows is a user-

friendly comprehensive system for the expedient and effective
management of construction contracts and contractors through
tracking and documentation of all facets of a contract by Corps of
Engineers’ field offices.

What Makes RMS for Windows Different from Previous Versions?

RMS for Windows, as the name implies, is a Microsoft Windows® platform
utilizing an Oracle® database engine designed with the user in mind. It allows
the rapid entry and retrieval of information necessary to efficiently manage your
resources. Several key features allow RMS for Windows to accomplish these
goals. They include:

e Planning for Design, Government and Contractor Resources
e Contract Administration, including PROMIS and CEFMS interfaces
* Interface with PD? (SPS)
* Government Quality Assurance Activities
» Contractor Quality Control Activities
e Libraries that span all database Contracts
e Comprehensive Report Explorer
* Windows features such as:
e Copy, Cut and Paste
e Spell and Grammar Check
e Print and Preview Options

About This Manual

This User’'s Guide is intended to give detailed, easy to understand instructions on
how to use RMS for Windows. It assumes that the user has an understanding of
Corps of Engineers' policy, the construction business process in general, and an
understanding of basic computer operations.
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Navigating this Manual

This guide is intended to help you learn how RMS can help you and your office better manage
construction contracts. You can ease through it anyway you like. The chapters follow a common
management sequence in a typical job, beginning with planning and ending with briefing
reports. You don’t have to read the whole guide to understand one chapter. Reading individual
chapters will give you an understanding of what you can do with RMS in those sections. But
since information integration is a major feature of the system, you will get a much better idea of
the program’s capabilities by reading all the chapters.

RMS Support Center Tools

RMS Home Page http://winrms.usace.army.mil|
(Login: winrms Password: sql)

Power Point Training Slides
Technical Data / FAQ

Software Upgrades / Downloads
Deployment Schedule

Training Schedules

User Manuals

Typographic Conventions
For ease of use the following symbols and type styles are used:
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j Drop Down Item List associated with required data entered into cell.

F Check Box indicates “yes” or “no” definitive.

Note: The grayed check box with an apparent check showing indicates neither ‘Yes” or “No”.
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Import / Export from Contractor NAS (SDEF) Window

Conhiacl Menu - [PAOMISTEST] DACADS-57-C-0052 NA  Lasdhill Espancan

Import from Network Analysis System
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Spell Check Dialog Window
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EE=l Move to First Record == Move to Last Record

Add New X Delete
!
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Edit Memo Dialog Window 8> & x|
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Print Preview

Select Description

Select Description Dialog Window

Select Description

Search Characters

D escription
5 MADE T0O SCOPE OF WORK INCLUDED
CHAMGES TO BE PER COC PLAN AND TESTED
CHANGES MADE TO SCOPE OF WORK INCLUDED
CHANGES TO BE PER CQC PLAN AND TESTED

Seaich By

| |
X Cancel

OK button — Complete with entries, return to previous screen

X Cancel | Cancel Button — You goofed, will cancel all entries
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Find |

Find Dialog Window Search Characters
|| [

[T Find &mpwhere [T Caze Sensitive

o First # st | X Cancel |

2 RMS for Windows =] B3
? HEID Fil= Edit Bookmark Options Help

Qontentsl Index | Blach | Print |
Help Dialog Window Getting Started jl
“ Help” is not Y_et Well now your Installed. What next!
completed and is under The best way to become familiar with
construction. RS for Windows is to step through the
process of creating a Contract, adding finances
and running through a Payment, Modification,
submittals, correspondence, and perhaps a =l
FILE Bold / Upper Case indicates Main Menu Option
Office Bold / Standard Case indicates Drop Down, Secondary, and any

additional Menu Options
Accidents Bold /Standard Case / Italics indicates a window name.
Forum Italics indicates cell or field name
[Tab] Brackets indicate keyboard functions
[Login] Italicized Brackets indicate window buttons utilized
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